
Approving the SNP Claim for Reimbursement: 

Steps for the District Claim Approver 

1. Go to CNPWeb online at https://me.cnpus.com/cnp/Login 
2. Log in with User Id and password. If you do not have an ID and Password, please email 

pamela.partridge@maine.gov.  

 
Figure 1: Log-in Page 

3. If this is your first time logging into CNPWeb, you may be asked to change the initial 
password you are given. Follow screen instructions to change password. 

4. Once logged in, will be taken to the ‘Programs Selection’ page. Click the program name, 
‘SNP’ in blue on the left. 

 

Figure 2: Program Selection Page 

5. You may see a Notice page. This is where Maine DOE Child Nutrition will post important 
information. Please read it carefully and then click the “Next Page” button to go to the 
Program Year selection screen. 

https://me.cnpus.com/cnp/Login
mailto:pamela.partridge@maine.gov


6. Select program year ‘2022’. 

 
Figure 3: Program Year selection screen 

7. Go to the Sponsor Summary screen - Claims Tab  
8. Select the Pen (highlight below) from the Action buttons.  

Figure 4: Claims Tab of the Approving Official 

9. Select checkbox on question 23 “Approve this claim” at the bottom of the Sponsor Claim 
screen. Click ‘Save’ then ‘Exit’. 

 

Figure 5: Claim Page for the Approving Official 

10. Once approved, the status of the Sponsor Claim will change to ‘Approved’ and all the Site 
Claims are ‘Complete’.  

11. The Claim will be paid in the next payment batch. 

 

Figure 6: Claim Tab 

 


